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L : 10 February 1954

b ,ff 0 t Comptroller

SUBJEQT . Traasfer of Activities from the General _ervices Uffiece to the
Office of the Compireller

1. Purssant to CYA Hotdice ¥o. N 1-1lliD=2 dated 8
Subjeet:

Transfer of General Services Functions and Besgponsibilities,
the Records Services Division of the Gemeral Services Office will be

transferred to the Office of the Comptireller effective 15 Februar; 195k,

Febryary 1954,

2, The Records Services Diviczion is composcd of {a) the Machine
Becords Branch, and {b) the Records Hana ement and Distribution Branch,
The transfer, however, does not include the Mail Control Ssetion under
the latter, as tois is being transferred to the Logistics Office,

3. Pertipent infomation regarding each of iie activities being
transferred to the Office of the Compiroller is as follews:

By T s of Orcanigati

prendix L attached includes a list of tie positions
fed in the personnal ceiling of the activities being
translerred to the Office of the Comptroller, togeiber with
the apmss o7 incumient amployees, names of personnsl in
precaps, and those positions wideh cannot be filled under
the existing persomnel eeiling.

b, Badget

inel

Attached as Acpendix B are coples of the Fiscal Ycars
1954=195" Budgets for the Hecords Services Division, exelusive

Q of the Mail Control 3sction which is being transferred io the
logisties Office,

ags

[4s] o

=i bn

oM L

£ -

. {1) The guarterly T/0 run for the Machine Records Sranch
o as of 31 December 1953, roceived froa the Classification znd
2 ¥age Bivision on 28 Janmary 1954, reflected changes, as a
a result of a clarsification review, in titles, series and

nusbess of certain positions im the iachine Reeordis Aranch,
However, inasmuch as a T/0 change covering the new titles,
series and position numbers had not previously been recaived
from the Classification and Wage Division, the emplosees do
nol yet appear against ihe new position mumvers, Action has

Auth:
Datet
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not been taken by this Office to change the titles and %o
transfer these people to the new position mamiers due fo the
fact that we reseived notification on 7riday, 28 Jamuary 195k,
the dey after the maciins run was received, that the General
Services 0Cfice was to be sholished, A copy of the machine
ram pertaining to this Branch is atteched (Aspendix C) for
your information and faurther action.

{(2) Below is a list of employees of the Machine Records
Bpansh who have been rotzted to overseas positions and are
presently stationed o | in susport of logisties and
gener:z1l administrative activities atb that base:

Approximate
Date of Departure fer
Bame Orade Title Overseas Destination
%12 Tab Equin. Opera. Hoveniher, 1952
Sup¥re
G589 Tab Equip. Opera.
Supvrs Latter part of Maren

(iSw5 Teb Eguip, Opera.
(5«3 Tab Bguip. Overs.
GSeli  Tab Rguip, Opera.
GCmly Tab Feuin, Opera.
GTe3 Tab Bguipn, Opera,

or first part of
koril, 1953

Niar Wt Nt et Nt S Siort?

These smployees will be eligible for rotation to Headguarters
im Washington spproxim-tely two rears after the dates shown
above,

(3) | | Tsbulating Equipment Operator,
@k, was trensferred in September 1953, to the Office of
Communications for duty in [ . ¥e understand she denarted
for overseas the latter part of January 195kL.

(L) | , Tab Project Planner, GE-7, was
&lso nominated and transferred to the Office of Compunications
for overseas duty im [ |, I understand he is now at the
\ | for training and precessing prior 1o
departure overseas, It 1is understood #ith the Of7ice of
Gommurications that| — , at the time of his departure
for oversess, will be prometed from 7S-7 to G°<9 and he will
continus to hawe the same Career Designation, which, of course,
will now be that of ithe Office of the Comptroller,
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(5) The Career Service letter to overseas persomnel having

GS Career Desicmations was drafted and approved, However, at
the request of the Acting Deputy Dlrector f}.daixaigtmtions , it
hag not been forwarded b this Office in view of the transfer
of Ceneral Services functioms,
be required by the Yffice of the Comptroller,

- {6) attached as Appendix [ is a list of the projects and
iaformation on which mmchine records currently exist, The
principsl new projects now perding in commection with dachine
Records are listed in Aopendix E,

Trerefore, action on this will

{7) The prineipal problem confronting this activity has heen
the large amount of owertime whish 1t kas been required to parfomm
in order to mect deadline dates for various reports, This overtime

has been drastically reduced, but tere is a possibility of
furtheyr peductions,
prajeste should not be undertaken without
suthorizations,

{8) The allstment asscouht for Hachine Rocords Branch is
No, 6618420, Tre total sam allobtted io date for Fiscal
Year 195 and the oblizations and unobligated balance as of
28 Jamuary 195k are as follews:

Bocaure of tiis problem, additlonal msjor
ipcresses in nersonnel

Oojeet Allotment Allotaent -Gslig:atiens Tnobligated fislance
Clags {ry ) (thra 3zd Otr.) {as of 1-28w5}4) {az of 1=C0~5h)
o1 $218,800  f1BS,500 £1143,900400 L2, 7000
N2=09 357,100 118,700 114,617,907 h,n82,93
Total #L06,200 £305,3M $2058,517.07 $46,782.93

4, Becords ﬂaﬁ'emm and Distribution Braneh

{1) At present sone
overssag and no reguests are pendinp for such personnel,

of the personnel of this activity are

(2} Becords survcys of the following activities have boen

completed or sre now in proeess, Thoze now in orocess are
indieated by asterisks,

Office of the Tirector

edical Office

Leogioctics #Cencral Counsel
0IC #enaral Services
00fContacts *03Y
FI/RI & W #00/¥8ID
- “ ki e
— % b 4
-3
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(3) Attached as 4ppendix F is a list of the Area Records
Officers for tie various activities of the agency who are now
charged with responsidbility for carrying out the Records
Kansgement Program within the ereas to wich they are assigned.

(L) The Vital Materials Program as of 5 February 195k
totaled 3,916,15L documents and depesits at the Repasitory at
25X1 | lare presently on s fairly current basis, The existing
procedure ldes for weekly reports on the status of this
program, which reporte will be made available to you by ths
Chief of tle Hecords Sarvices Division,

{5} _The projeets in process at the present time ia the
Revords -“anagement activity and the status of each are shown
in jppendix G,

{6) 12wo allotment sccounte exist for these activities, i.e,,
Becords Services and Regords Ceuter, Tre allotments to date
for Fiscal Year 195L ang the obligations and unobligated
balagces as of 28 January 195L under these secounts are as follows:

Object Allotment Allotment Tbligations inobligated Balance
Slas: (FY ob)  (thru 3pd Gir,) f{as of 1-28.cl) (a3 of 1-28-5L)
Regords Services
Youchered (Allotment Account No, B-6635-20)
01 £ 128,000 § 99,000 5 78,070,00 & 21,000,070
02-09 10,000 10,000 4,073.46 5,925,75]
Total § 138,000  $179,5% § 82,073,146 * 26,9265k

Umvouchered (Allotment iccopnt No, 1-6605-10)

os . me . m L me e
Total * 500 % BOO & 182,00 3 318,00
Regords Canter
Youchered (Allotment Account No, L=6606-20)
oL ¢ 57,900 % L5,hon % 29,022.93 5 16,377.07
02-09 17,550 16,850 15,719.38 1,130,62
Total £ 75,b50 & 62,250 % hh,7h2,31 # 17,507.69
-l -
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{7) ¥e are currently epsraiing the Hacords danszement ‘rogram,
with the w n of the Hachine Recorde Branch, secordiag te the
organizatd i ip attached as ippendix I, It is recomnended
that this methed of erganizstion be considered by your 2fTice
in resdjusting and realipning these funecilons,

(8) The principal problem relating to these sctivities has
been the varying degrees wilh which the Ares Records Ufficers
are abls to perform, Frequent contact ip maintzined with nach
Avea Besords Officer to deteriline ithe extent of development of
s program end to sgsist in its development wherever npossible,
In my event, some propress has besn mzde in svery major sctlviiy
but the progress varies ia propertiom to the amount of time the
Aves Ageerds Officers have been able to dewste o tuls prograas,

" {9) The meeessary staff %o perfors the records zana ement
funetions has been cempletel, assembled and 3ll personnel are
partiealarly well qualified in the flelds to whieh they have
beesn sssigned, The fitare developsment of the program depends
to a large sxtent on the eff&ring of specialised training
programs in Porws Comtrel, Roporte “Yumagsuenti, Correscondence
Esnagesent, the igensy Tiling ¥sumsl, %icrofilming Standsrds,
#geparation of Disposition Control Uchedules, wnd s muaber

of other iteme which aay be considered for future inclusion
in this program,

he 4% the time o7 the assignment of the Eachine %ﬁnm fanction
to the 0ff4ce of idministrotive Services an tha Generzl “ervives Offics},
on 15 Novesber 1950, there wag s total of 12 exwplo,ess in ihe ?:incnin&
Reoords Branch, The Yachine Records aativit, was confronted «ith many
majer probleme regerding their sroeedures, persomnel mqairwnas
orgeaizational structare, excescive overtine, need for additional spuce,
and ather factors., OSines the above date the nmm oy of persomnel on Juty
in the ¥achine Records Draueh has grewn from 13 to 613 {3 of these are
pressatly oo f:lu:g in the Pooly, two of whowm sye fully <leered pewilng
completion of PO proeessing, aud one who has only s provisional
elearance); sufficient space #nd equipment has now been assigned und
obtained; numerous »rocedures have been iaprovedj and the hiring of many
a&dﬂimal wall gualified personnel has greatly assisted in the develon~
mant of this sctivity,

5. Idkewise, at the time of the tranafer of theo Hecords ¥anz ement
and Vitel Msterials functions to the J7fice of ‘“iministrsiive Jervices
on 15 Hovesbar 199, a total ef 12 emdloyses wers translerred from 007,
five (5) from their Reeords Control Unit and seven (7) from their
Administretive Piles ‘mit, 1 Fecords ‘ansgement Vrorrim was relstively
non~existent on that date, as none of ithe personasl %;»mmfamﬁ t> the
Office of Admlnisiretive Ssrvices sl thst time amﬁ any cosnoept of
the method of eatablishing a Records Hans ement Program, nor ha® they
had amy pseticulsr training im this field, Fo truining orogr:-as had

sy .l?‘

RS
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U |
been conducted and an inadequute Si‘ /0 for this jurpose existed, 5o Hecords
Center existed, nor was any plan under way for its development., Iince
that date a well qualified staff has been asquired, a Table of Organimation
neeessary to 1ts operation has heen developed, and contacts have been made
with individuals Iin industry and in Government who are well acquainted
with the development of such = program in its various aspects. 4rea
Records I Picers have been aprointed, and a training program was conducted
in April, 1953, with certificates awarded to 63 Agency nersonnel who
attended tris course, Therefore, the foundstion for the progran has
been laid, JIts fature development derends upon the perseverance of
the individuzl staff emplosees, the irea Records Officers, and the
support which 1s given to the overall orogram by Lgriztent Inrectors,
Office Chiefs, snd the Office of the Director, I canmot urge oo
strongly, inm any conslderation of the future developmant o® the records
program, that the records activities as now constituted with ainor
modifications be kept together., If this in not done, ‘he Agency way
be confropted with the pogsible failure of 2 major adminlstrotive
sctivity; which can result in very substantisl {improvenents and
economics,

6. Llastly, I want o psrticularly commend | A 25X1

Chief, Reeords “ervices Uiivision, General lervices M fice, for the
development of the Machine Records and Records Hanasement sctivities.
He has been primarily responsible and deserves the greatest amount of
eredit for organizin> these actdvities, scguiring the personnel, and

ne msch of the nrogramg, Others who sre worthy of commendation

vy 1oy

25X1

e S .
of the staff are well qualified but some are so new and the individual
programe for which they are vesponsible have not as vet been fully
developed due to the fact that they have nol been on “uly a sufficient
time for this purpose. However, all of the persomnel are extremaly well
qualified, =nd T am sure are well shle to perform the assignments for
which they were employed.

7. I hobe that the above information is heloful t5 you im
esguming the responsibility for these programs, Obwiously, I have not
been sble to include a rumber ol things which are currently under
consgideration or in process &3 they are of a relatively minor or
generzl administrative nature, T will be avsilable for discassion at
your convenlence with resnest to any of the aroblems in these
activities, ,

i
7

/

/ 25X1

Chief, Oenersl Services Dffice

Attachments (9 Arpendices)
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